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WAIT LIGHT 


An additional lighted message has been added to the Control 
Panel. The Light says “WAIT.” 


The Wait Light comes on to indicate that the typewriter is finding 
a storage area or a line beginning. 


e@ Do NOT perform any typewriter operation until the light 
goes off. 


The more information in memory—the longer the light will stay 
on. Since you will use only a limited portion of total memory 
capacity during hands--on training—you may not see the Wait 
Light. You should, however, be prepared to explain the Wait 
Light to operators. 
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General Instructions 

This training program is designed to help you develop a com- 
prehensive understanding of the capabilities of the Model 75. 

It assumes knowledge of the IBM Electronic Typewriter, Model 50 


and 60 and does not deal with the features these products 
share. 


Therefore, as prerequisites for this training, you should have 
completed the following volumes in the Training section of the 
Marketing Reference Library. 


e  |BM Electronic Typewriter, Model 50, 60 Product Training 
Video, Volume 1-12 


e  |BM Electronic Typewriter Model 50, 60 Product Training 
Workbook, Volume 1-13 


e  |IBM Electronic Typewriter Demonstration Video Model 50, 
60, Volume 1-14 


If you have not completed these volumes, do so before beginning 
this training. 


To complete this training, you will need: 

e A Model 75 Electronic Typewriter 

e Typing paper 

e A 10-pitch or 12-pitch element 

e Operating Instructions Booklet and Reference Book for the 


Model 75 (refer to these manuals when you have a question 
or want more in-depth training) 


This hands-on training concentrates on the unique capabilities 
of the Model 75 and should take you approximately two and 
one-half hours to complete. Be sure to do each exercise so 
you will be able to operate each of the features. 
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Objectives 


After completing the hands-on training, you should be able to: 
e Operate the features that are unique to the Model 75 


e Describe the steps required to locate, add, and delete 
information in a document 


e Develop the basic machine skills to present a successful 
selling demonstration 


e Develop skills necessary for an effective installation 
demonstration 


To meet these objectives, you will be asked to read in this 

manual, then perform certain exercises at the typewriter. At 

the end of each section there are a few review questions for 

you to answer, testing your understanding of the material covered. 


At the completion of hands-on training, there is a final hands-on 
product training test to see how well you met the objectives of 
this training. 
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Introduction 
Many features on the Model 75 are the same or similar to the 
Model 50 or Model 60.* These include: 


Acoustical Hood 

Automatic Carrier Return* (Card No. 6) 

Automatic Centering* (Card No. 8) 

Automatic Error Correction* (Card No. 7) 

Automatic Indent* (Card No. 16) 

Automatic Word/Continuous Underscore/Erase* (Card No. 9) 
Electronic Margins and Tabs* (Card Nos. 4 and 5) 

Format Storage (four formats) 

Column Layout* (Card No. 17) 

Number Alignment* (Card No. 20) 


One-Line Memory 


Since you already know how to operate these features, you will 
not be asked to perform an exercise practicing these functions. 
However, some of these features have some unique capabilities 
which are described in the shaded boxes. For example: 


AUTOMATIC CARRIER RETURN 


Determines the end of the line. Some differences from the 


Model 60 include: 


e The feature is automatically active when the Power 
Switch is turned on. 


e It automatically disengages during centering and column 
layout since you do not want these lines rearranged. 


There may be other occasions when you do not want to 
use the Automatic Carrier Return function (i.e., 
forms): 


- To disengage, depress CODE + twice. 
- To activate, depress CODE + once. 


*If you have any questions about the operation of these features, 
refer to the Operator Reference cards beneath the typewriter. 


IBM CONFIDENTIAL until Announcement 
Day, then IBM Internal Use Only 


BSBERERER SESE RESERERSER SB SBS SF 


Typewriter Set-Up 


e Move the Power Switch away from you. (If the Power 
Switch is already in the "on" position, then turn it off and 
back on again.) 

e Turn on the typewriter On/Off switch. This activates the 
Automatic Carrier Return as indicated by the "Auto Rtn" 
light on the left side of the keyboard. 

e Select a 10- or 12-pitch element. 

8 Match the number on the element with the pitch lever. 

e Set the line space lever on single spacing. 

e Position the Paper Edge Guide at zero. 

e Position the End-of-Page Indicator. 


SEMIAUTOMATIC PAPER INSERTION 


Paper can be inserted manually (like the Mode! 50 and 60) or 
semiautomatically. 


e Place the paper behind the platen and pull the paper bail 
lever as far forward as possible. 


e Release the paper bail lever and the paper is automatically 
inserted to approximately one inch. 


e Push the paper bail back against the paper. 


NOTE: To insert paper to a distance other than one inch from 
the top of the paper, depress one of the numeric keys (0-9) 
while the paper bail lever is pulled and held forward. Each 
number represents a half-inch increment: 


0 = Top edge of paper 5 = 2 1/2 inches 
DES I/2nGh 6i="38inches 
2°=_1nAch 7 = 3-1/2 inches 
Soi 2 INCHES 8 = 4 inches 
4 = 2 inches 9 = 4 1/2 inches 


Once a top margin has been programmed, each paper inserted 
afterwards will index to the same position until a different top 
margin is programmed or the Power Switch is turned off, in 
which case the one-inch top margin is reestablished. If 
nothing is programmed, an automatic one-inch default 
position is maintained. 
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J Setting Margins and Tabs 
Setting margins and tabs is the same on the Model 75 as the 
Model 60. Once they are set, they are stored in the format 


storage. However, there are some unique differences associated 
with the Model 75. These include: 


Standard Tabs 
Standard tabs are set at one-inch intervals when you 
turn the Power Switch on. 


e When you set a tab, the standard tabs are cleared 
automatically when you carrier return. 


When you carrier return after setting tabs, the 


paper does not index. 


A 
Depressing CODE + clears all tabs you set and 
reestablishes the standard tabs. 


To clear one tab at a time, tab to the tab stop 
and depress CODE + ; 


T Clr 


e Set your margins and tabs to match your element. 


Rica -..10 Eliites=s.12 

Left Margin 10 Left Margin 18 
Tabs 15, 42 Tabs 23, 50 
Right Margin 72 Right Margin 80 


The lighted margin scale facilitates tab and margin 
setting. 
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Memory 


mee 


In addition to the one-line memory, the Model 75 has a 7,500- 
character memory for storing typed documents. This is 
approximately five average-size letters or a three-page report 
depending on the number of characters per page. (An optional 
8,000 characters is available which provides a customer a total 
of 15,500 characters.) 


The memory capacity includes a Document Storage area and a 
Phrase Storage area. Information can be stored in Document 
Storage and revised later if necessary. Documents can be 
stored in 26 positions using the alpha keys. Phrase Storage 
is where standard or repetitive information should be stored. 
You cannot revise information while it is in Phrase Storage. 
However, phrases can be moved to Document Storage to be 
revised, then returned to Phrase Storage. Up to 99 phrases 
can be stored using the numeric row. An operator can utilize 
all 7,500 characters for Document Storage or all characters 
for Phrase Storage, or in any combination, not to exceed the 
total number of characters available. 


Document Storage Phrase Storage 


OOOO OOWE) 


VOVOHOHg OHVVHvuvHvuvwv 
SERBS 
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The Store key controls memory. To tell the typewriter you 
want to access Document Storage, hold down the Store key 
while depressing an alpha key. When you access Document 
Storage, the Document light appears. Depressing Store again 
causes the Document light to go off. When the Document light 
is off, the Model 75 functions similarly to the Model 60 offering 
the one-line memory of 223 characters. To access Phrase 
Storage, hold down the Store key and depress a numeric key. 
This causes the Phrase light to appear. 


Sm 
ai ls 


Document Store + A-Z 
bias Phrase + 1-99 


TO ACTIVATE DOCUMENT/PHRASE STORAGE 


Store + any character (A-Z or 1-99). 
e A document/phrase can now be stored in the selected area. 


e Always takes you to the beginning of the storage area you 
selected even if you are already in that area. 


e When you select a storage area, make a note of the storage area. 


To Exit Storage — Depress Store 


To Activate Storage 


Store + A-Z Store + 1-99 


Bole 


TO EXIT DOCUMENT/PHRASE STORAGE 


You Exit 
Here 


Depress STORE. 
e The Document or Phrase light goes off. 


IBM CONFIDENTIAL until Announcement 
Day, then IBM Internal Use Only 


IMPORTANCE OF AUTO RTN LIGHT WHEN USING DOCUMENT STORAGE 


e Besure the Auto Rtn light is on and let the typewriter 
decide where to end the lines by carrier returning for 
you. 


e If you carrier return before the bell, you are telling the 
typewriter that there must a/ways be a carrier return after 
that word. Be sure that's what you want. Some examples 
of when you want to depress the carrier return key are 
after the inside address of a letter, salutation, closing, 
and after a short last line of a paragraph. 


MEMORY FULL WARNING 


When you are 100 characters from the end of memory capacity, 
you will hear the typewriter bell ring three times and the 
Document and/or Phrase light(s) will blink. 


MEMORY FULL 


When the 7,500-character memory is full, you cannot type and 
the bell rings each time you tap a key. Nothing prints on 
your paper or goes into memory. You must either: 


e Delete some text from memory. 


e Type without memory and utilize the one-line memory. To 
do this, you depress STORE and the Document light goes 
out. When the Document light is off, you can still correct 
errors, center, underscore, indent, and perform column 
layout, and number alignment. 


With this brief introduction to memory, you're ready to practice 
storing a document. 
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EXERCISE 1 - STORING A DOCUMENT 


Type the paragraphs below. If you make a mistake, simply 
use the Correction Key (X] and correct. If you notice a 

mistake after you carrier return, disregard it. You'll learn 
how to make this kind of correction in a few minutes. You 

will use the same two paragraphs for several exercises to learn 
how to move through memory. 


Use the Automatic Carrier Return feature as you 
type. The Auto Rtn light should be on. If it isn't 
depress CODE + R once. Remember, because the 
Auto Rtn light is on, do not depress the carrier 
return except at the end of the paragraph where it is 
marked on the exercise. 


A 
e Depress STORE + ee select a Document Storage 
area. The Document light appears. 


Type the paragraphs: 
All customer orders are processed and edited for billing by 


each individual department. CR 
CR 


The complete calculation is sent to a billing typist. The 
typist prepares an invoice, which is edited and refigured by 
an accounting clerk before it is sent to the customer. CR 
CR 


Depress STORE. The document is stored at 
position A and the Document light goes out. 


5] EXERCISE 2 - PLAYING BACK AN ENTIRE DOCUMENT 


To play back the paragraphs you just stored: 


e Depress PLAY + s F The paragraphs play back. 
Std T 


NOTE: To play back a document, the Document 
light does not have to be on. 
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PLAYBACK TABS 


The Model 75 automatically plays back all documents 
in the same format as they were originally recorded 
and overrides any tabs that might be set on the 
typewriter at the time of playback. The relative 
position of the carrier with respect to the left margin 
is stored in memory with every tab operation. When 
playing back a document with tabs, this is used to 


move the carrier to the same position relative to the 
left margin. This allows one to play back a document 
with any left margin and without having to reset tab 
stops to match those used when typing the document. 


However, if you are revising a document by adding 
or deleting tabs, tab stops must be reset for the new 
format before revising the document to play back 
correctly. 


Once a document is stored in memory, you can play it back as 
you just did in Exercise 2, without the Document light on, or 
you can recall the document from storage and use the PLAY 
button by itself or in conjunction with some of the keyboard 
buttons to play back the document in segments. 
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t| EXERCISE 3 - PLAYING BACK A DOCUMENT 
TT eee ee 


A 
Depress STORE + ek This recalls the paragraphs you 
recorded from Exercise 1 and the Document light appears. 


Remember, when the Document light is on, memory is 
active. Anything you type is stored and played back as 
part of the document so do not keyboard additional information. 


Pla 
e To play back awordatatime . . . depress mae 


What is a "word" to this typewriter? 


- Any word or character or group of characters 
and the space or spaces following them 


Tab or multiple spaces 


Automatic Carrier Return or Carrier Return 


Play back the first line of the paragraph a word at a time: 


All customer orders are processed . . . 
7 4 Play 
e Toplay back alineatatime . .. depress sah ee pe 
Line 


What is a "line" to the typewriter? 


" 
Hl 
s 
T 
Bi 
' 
" 
| 


- A line of words including the Automatic Carrier 
Return or Carrier Return 


A Carrier Return by itself 


Play back the next three lines of the exercise. 


e To stop playback at any time. . . depress teste 


@ To play back the rest of the paragraph . . . depress 


PLAY + i A 
All 


e When playback stops you are at the end of the Document 
Storage area. Depress STORE to exit Document Storage. 
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REVIEW QUESTIONS 


1. The total storage capacity is approximately x 5 O o 
characters. 


2. The memory can be used for 44 ALA: aS 9g storage or 


y storage. 


3. How do you access Document Storage? 


4, How do you access Phrase Storage? 


5. How do you exit Phrase or Document Storage? 
ea 


, ; 


6. When do you receive the memory full warning and what do 
you hear and see? 


OO tS ISER — — 


7. How do you play back an entire document? 


ety 


8. How do you stop playback in the middle of a document? 


4 


9. When storing a document in Document Storage, you should 
make sure the Auto Rtn li is on and let the typewriter 
carrier return for you or False? 

10. The typewriter remembers how far tabs are from the left 


margin so you don'thave to reset tabs when playing back 
stored we Truejor False? 
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For Answers 
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REVIEW QUESTIONS 


1. The total storage capacity is approximately 7 5 0 o 
characters. 


2. The memory can be used for £4 iA: Py oe storage or 


storage. 


3. How do you access Document Storage? 
Ree oa A Lata oa ra 
4, How do you access Phrase Storage? 


5. How do you exit Phrase or Document Storage? 


6. When do you receive the memory full warning and what do 
you hear and see? 
f f 


v 


oo eae as 


7. How do you play back an entire document? 


i‘ 


8. How do you stop playback in the middle of a document? 


9. When storing a document in Document Storage, you should 
make sure the Auto Rtn li is on and let the typewriter 
carrier return for you or False? 

10. The typewriter remembers how far tabs are from the left 


margin so you don'thave to reset tabs when playing back 
stored documents% Truejor False? 
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7,500 characters 


Document Storage/Phrase Storage 


Depress STORE + A-Z 


Depress STORE + 1-99 


Depress STORE 


100 characters or less from the end 
of memory a bell rings three times, 
and the Document and/or Phrase 
light blinks 


Depress PLAY + A-Z 
OR 

STORE + A-Z, then PLAY + ALL 
OR 


If you are already in the storage area 
you want to play back, 
depress RTN + ALL, then PLAY + ALL 


Depress PLAY 


True 


True 


Fold Out 
For Answers 


i Advancing and Returning in Document Storage 


Advance and Return allow you to move quickly 


through the information in a storage area without playing back. 


The ADV and RTN keys can be used to move ahead or back 
one word at a time. They can also be used with Pa 


? { 
- , and Dol ee Since you already know how far you would 
move with Line, and All, you will practice the "To" function only. 


The "To" function allows you to find the beginning of a certain 


line. You cannot go "To" the middle of a line, only to the 
line beginning. 


How do you decide whether to use the ADV or RTN key? 
1. Determine where you are in the storage area. 

e Keep depressing PLAY until a word prints on the paper. 

e lf nothing happens, you are at the end of the storage area. 
2. Determine if you want to go: 


e Back toward the beginning of the storage area. If so, 
use Return (RTN, RTN + Line, All, or To). 


e Forward toward the end of the storage area. If so, 
use Advance (ADV, ADV + Line, All, or To). 


The main difference between Return and Advance is the direction 
you move through the Document Storage area. 


Advance moves you forward: Return moves you back: 


You are here 


You are here 
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TO ADVANCE TO A CERTAIN LINE BEGINNING: 


L 


4, 


Tell the typewriter you want to go forward to a line 


beginning . . ee 
To 


Type the first word that begins the line you want to find. 


Type the word exact/y the way it appears on your 

typed copy, even if it is incorrect. Include capitals 

and spaces. (If more than one line begins with the 

same word, type two or more words, up to 28 characters. ) 


When you type the line identification, nothing prints 
on your paper. 


Tell the typewriter to find the line beginning . 


depress eal 


If the carrier was not at the left margin, it moves to 
the left margin and finds the line beginning in memory 
that you requested. 


You are at the beginning of the line you told the 
typewriter to find. 


A bell rings if the line cannot be found. Repeat steps 
1 through 3, making sure you type the line beginning 
exactly as it appears on your copy. 


NOTE: If you enter ADV + To and as you type the 
line identification it prints on your paper, then you 
may already be at the end of your document and 
unable to use ADV + To, Use the key to erase 
the characters that printed because they have been 
stored in the Document Storage area as part of your 
document. Then use RTN + To. 


If you want to make sure you are at the correct line 
beginning, play back one or two words. 
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q EXERCISE 4 - ADVANCE TO A LINE BEGINNING 


Practice Advance To using the two paragraphs you 
stored in Document Storage A. Use the copy you 
played back in Exercise 3 to determine the line 


beginnings. 


Insert a clean sheet of paper. 


Depress STORE + A. 


] 
Depress ee then type the line beginning 


of the second line of the first paragraph, and 


depress =e 


To see that you are at the line beginning, play 
back one or two words. 


Depress { aie then type the first word of 
a : 


the secon ragraph, and depress 


To see that you are at the line beginning, play 
back one or two words. 


2 
Depress + to play back the rest of the document. 
All 


Depress STORE to exit the Document Storage area. 


TO RETURN TO A CERTAIN LINE BEGINNING: 


The Return To function also moves you through the storage 
area but in the opposite direction of advance. The steps 


required to use Return To are the same as those for Advance To 


that you just learned. 


ites 


To tell the typewriter you want to go back toward the 


beginning, depress . . ear 
To 


2. Type the first word that begins the line you want to find. 
Remember, type the word exactly as it appears on your paper. 
3. To tell the typewriter to find the line beginning, 
depress . : : 
4, \f you want to make sure you are at the correct line 


beginning, play back one or two words. 
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EXERCISE 5 - RETURN TO A LINE BEGINNING [a 


Practice Return To using the two paragraphs you 
stored in Document Storage A. Use the copy you 


18 


played back in Exercise 3 to determine the line beginnings. 


Depress STORE + A. 


Play back the first paragraph plus the first line 
of the second paragraph. The quickest way to 
do this is to use the "To" function in conjunction 
with Play. 


| 
Depress AE (L then type the line beginning 


of the second line of the second paragraph, and 


depress 


Now you are ready to practice Return To. 


| 
Depress gale then type the line beginning 


of the first line ot the first paragraph, and 


more ian , 


To see that you are at the line beginning, play 
back one or two words. 


Depress STORE to exit the Document Storage 
area. 


You are finished working with these two para- 
graphs. To delete information from a storage area, 
depress DEL + the alpha key. 


Depress DEL +A. 
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i EXERCISE 6 - REVIEW EXERCISE - STORING AND PLAYING BACK A DOCUMENT 


To practice using the different Play, Advance, and Return 
functions, store the letter below, then follow the playback 
instructions. You will use this same letter in a few minutes to 
learn how to make revisions. 


Insert a clean sheet of paper. 


Check to see if the Auto Rtn light is on. 
Remember, let the typewriter carrier return for 
you except where indicated on the exercise. 


Depress STORE + Z. The Document tight appears. 


you type except those noticed after the carrier 
has returned. (lf you decide to start over, 
delete what you've typed by DEL + Z. Then 
retype.) 


September 1, 1979 CR 
CR 

Ms. Pamela A. Jaudes CR 
673 East Fourth Street CR 
Lexington, KY 40502 CR 
CR 

Dear Ms. Jaudes: CR 

CR 


E| Type the letter below. Correct any mistakes as 


All the arrangements for your trip to the Scandinavian countries 


have been made. Please review the enclosed itinerary and let 
us know if any changes are necessary at least three weeks prior 
to the date of your departure. CR 

CR 

Sincerely yours, CR 

John N. Gridley CR 

Travel Agent CR 

Enclosures CR 

CR 

Depress 4 to move back to the beginning 


of memory so you can play back the letter following 
the instructions on the next page. 
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Now play back the letter you stored in position Z following the 
instructions below. Always use your current typed copy as a 
guide when playing back material. 


Insert a clean sheet of paper. 
Check to see if the Auto Rtn light is on. 


Play by line until "Dear Ms. Jaudes" prints on 


the paper + ; 
Line 


Play by word "All the arrangements for." 


Next, play "to" the line beginning "Sincerely 
yours" by: 


PI | 
* Depress + : 
To 


Type "Si" (characters in "Sincerely Yours" 
that make that line unique from all other 
lines. Be sure to capitalize "S."). 


Play 
Depress . If a bell rings, repeat the 


steps for advancing "to" a line beginning. 


Play back the rest of the letter. 


? 
. Depress + 3 
All 


NOTE: After you have played back a document, 
you are at the end of the storage area. To 
return to the beginning of the storage area, use 
Return + ALL if you want to play back the docu- 
ment again. 


Depress STORE to exit the Document Storage area. 
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Revising Material 


a= = 


In order to revise material it must be in Document Storage. 
You cannot revise in Phrase Storage. Advance can be very 
helpful when making changes. It moves you quickly to the 
point of change without having to play back all the document. 


To make changes using Advance, Play, and Delete: 
e Advance and/or play back to the point of change. 


® To delete information, use the DEL button on the Control Panel. 


- Depress [" Jonce to delete a word. 
- Depress es to delete a line. 
Line 


= To delete to a certain line: 


e Sr es CE fi. ], then type the first character (s) 


of the line beginning you want deleted to and 
depress ee} (The typewriter will only delete to 


the beginning of the specified line. ) 


x 4 
/ 
-. Depress ass to delete to the end of a storage 


area. Deletes from where the instruction is entered to 
the end of the storage area. 


= nesresst + alphabetic character where document is 
stored to delete an entire storage area. 


e To add information, play or advance to the point the 
material is to be added and type the additions. Be sure 
to include any punctuation and spacing. 


When you add or take out material, you must use Auto Rtn 
so the typewriter can rearrange the lines according to 
the margins set at the time of playback. Without Auto Rtn 
the lines will not be rearranged to your right margin. 
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EXERCISE 7 - REVISING A LETTER 


Now you will practice revisions where you add and delete information. 


Insert a clean sheet of paper. 


Be sure the Auto Rtn light is on. 


e Refer to the revised letter on the next page and 
make the changes. 


e Depress STORE + Z to recall the letter you typed 
in Exercise 6. The Document light appears. This 
light must be on to make changes. 


® to the line beginning "All." 
e Depress once to play back the word "All als 
e Depress (es to delete "the." 


e Play by line twice and then word until "changes" 
prints on the paper. 


e Depress (* Jonce to delete "are" and type "will 
bes." 


p 


e Depress five times to advance up to the 
next change. 


e by word until "prior to" prints on the paper. 
e Depress ("+ to delete the rest of the line. 


e Type "your departure date. C." 
R 


Depress once to play out the second carrier 


return. 


Add the paragraph shown. 


Depress STORE. 


*If you go past an error, depress Store + Z again to 

move to the beginning of the storage area. Then play 
by line or word until you reach the revision you were 
trying to make. 
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September 1, 1979 


Ms. Pamela A. Jaudes 
673 East Fourth Street 
Lexington, KY 40502 


Dear Ms. Jaudes: 


All arrangements for your trip to the Scandinavian countries 
have been made. Please review the enclosed itinerary and let 

= will\ve Z 
us know if any changes apehecessary at least three weeks prior 
to 5 dabiae Ad. & 


Sincerely yours, 
Your tickets and 
passports are ready 
for you to pick up 
on September 21, 
John N. Gridley unless you would 
Travel Agent like us to send 
them to you by 
registered mail. (2 CRs) 
JG/mj 


Enclosures 
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TO PLAY BACK WITH THE SAME LINE ENDINGS 


The importance of making sure the Auto Rtn light is on 
when typing and revising has been stressed in this training. 


Having the Auto Rtn light on allows you to make revisions and 
the lines are rearranged according to the margins set. Room 
is made for additions and when deletions are made, the words 
move together to fill the empty space. 


If you typed a letter or document and there were no revisions, 


you can turn the Auto Rtn light off and play back the 
document line for line exactly the way you typed it. To do so: 


e Depress Code +{F + # | and the Auto Rtn light goes off. 
ARIn ARtn 


@ Then depress Play + the storage area when the document 
is stored. 


TO PLAY BACK WITH HYPHENATION DECISIONS 


So far you have practiced playing back a document and the 
typewriter automatically decided how each line ended. 


If you want a more even right margin, you can tell the typewriter 
to stop during playback so you can hyphenate words. 


If the Auto Rtn light is on and you want to tell the typewriter 
to make hyphenation decisions: 


e Depress CODE + bal The Hyphenate light appears. 


If the Auto Rtn light is not on, you must depress CODE FR) + 


to make the Hyphenate light appear. 


In the next exercise you'll change your right margin and play 
back the "Letter to Jaudes." Playback will stop so you can 
make hyphenation decisions. 
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EXERCISE 8 - HYPHENATION 
_ ae eS ae a 


Insert a clean sheet of paper. 


Change your right margin to: Elite 72; Pica 65. 


Turn the Hyphenate light on--CODE “ey. 


Depress PLAY + Z. 


When playback stops, the Hyphenate light blinks. 
Refer to your typed copy of the letter to see 
what word is to be hyphenated. 


To hyphenate the word - delete the word. 

Type the word with the hyphen, carrier 

return, finish the word plus the space on the 

next line. Depress PLAY + ALL to resume playout. 


To place a word on the same line - depress 
PLAY + ALL. 


To place a word on the next line - carrier 
return and depress PLAY + ALL to resume playout. 


Continue playing out the rest of the letter making 
all hyphenation decisions. 


When you have completed playing back the document 
and all hyphenation decisions have been made, 
turn the Hyphenate light off by depressing 


J NOTE: When a document has been revised for the 
last time and a final copy played back, you will want 
to delete it from storage. This will make more space 
available for storing other documents. 


e Delete the "Letter to Jaudes." You no longer 
need it. Depress DEL + Z. 


e Reset your right margin back to: Elite 80; Pica 72. 
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REVIEW QUESTIONS 


1. -Can you revise material in Document Storage, Phrase 
Storage, or both? 


2. List the steps required to advance to a certain line. 


How do you delete all information from a Document Storage 
area? 


When you revise material, what feature must be used so 


the lines will be automatically rearranged when material is 
added or taken out? 


ee 


5. How do you turn on the ppbenate light? Fold Out 


For Answers 


| 


6. When the Hyphenate light blinks, you have the opportunity 
to hyphenate a word. List the steps involved to hyphenate 
the word "country." 


7/ Se Bl aoe 4 Zt key moves you back toward the 
beginning of a storage area. 
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Typing Rules 


Now that you've practiced storing, revising, and playing back 
a document, it's a good time to review the typing rules that 
should be followed when working with memory. 


e Always space twice after ending punctuation. 


ss 
PP 
ss 
PP 
ss 
PP 


e When typing there may be times when a word is too long 
and would exceed the right margin. You would then want 
to split that word with a hyphen after a syllable. To type 
a syllable hyphen after the right margin bell, type the 
first part of the word, p/us the hyphen, then carrier 
return and finish the word on the next line. 


Now if that word falls in the middle of a line during playback 
with the Auto Rtn light on, the hyphen will be dropped. 


e CODE + space should be used between words you do not 
want separated at the right margin. 


January _23, 1979 


Code + Space 


e CODE + hyphen should be used between words or numbers 


with hyphens that you do not want separated at the right | 
ip 458-45-7063 
Ww 
Code + hyphen 
e When the right margin bell rings and you need to type a 
hyphen that is part of the word (day-to-day), you type 
the hyphen and continue typing. You must /et the typewriter 
end the line with an Automatic Carrier Return (ACR) . 


margin. 
Then in playback these hyphens will always print, regardless 
of where the word falls in the line. 


Typed: Revised Playback: 
A 


day C55 Se ae eee 
R 
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REVIEW QUESTIONS 


— ie, ae 


-Can you revise material in Document Storage, Phrase 
Storage, or both? 


ite 


How do you delete all information from a Document Storage 
area? 


When you revise material, what feature must be used so 


the lines will be automatically rearranged when material is 
added or taken out? 


ie 


How do you turn on the Hyphenate light? 


When the Hyphenate light blinks, you have the opportunity 
to hyphenate a word. List the steps involved to hyphenate 
the word "country." 


Coun — CRC. 


The, 4 Zt key moves you back toward the 
beginning of a storage area. 
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Document Storage ONLY 


Depress ADV + TO, then type the 


first character (s) of the line 
you want to advance to, 
then depress ADV again 


Depress DEL + alpha character 
where the document is 
stored 


Auto Rtn 


If the Auto Rtn light is on - 
depress CODE + R once 


If Auto Rtn light is not on - 
depress CODE + R twice 


Depress DEL once to delete "country" 
Type, coun- (CR) 


Type, try (sp) on the next line 


Return 


27 


Fold Out 
For Answers 


Typing Rules 


Now that you've practiced storing, revising, and playing back 
a document, it's a good time to review the typing rules that 
should be followed when working with memory. 


e Always space twice after ending punctuation. 


ss 
PP 
ss 
PP 
ss 
PP 


e When typing there may be times when a word is too long 
and would exceed the right margin. You would then want 
to split that word with a hyphen after a syllable. To type 
a syllable hyphen after the right margin bell, type the 
first part of the word, p/us the hyphen, then carrier 
return and finish the word on the next line. 


Now if that word falls in the middle of a line during playback 
with the Auto Rtn light on, the hyphen will be dropped. 


e CODE + space should be used between words you do not 
want separated at the right margin. 
_ January _23, 1979 


Code + Space 


e CODE + hyphen should be used between words or numbers 
with hyphens that you do not want separated at the right 
margin. 

458-45-7063 

Code + hyphen 


e When the right margin bell rings and you need to type a 
hyphen that is part of the word (day-to-day), you type 
the hyphen and continue typing. You must /et the typewriter 
end the line with an Automatic Carrier Return (ACR) . 
Then in playback these hyphens will always print, regardless 
of where the word falls in the line. 


Typed: Revised Playback: 
A 


day Css) 2 See 
R 


to-day activity — — — —/ dayto-Cay ecmiy — —— 1B, CONFIDENTIAL anti Announcement 
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e Multipage Documents 


For any document that is longer than one page, store the 
entire document at one alphabetic position, but enter a 
Stop instruction (CODE +N) at the end of each page. 


I 


=—=aA 


Enter a Stop 
Instruction here 


When the document is played back, the typewriter stops 
playback at the stop code so you can insert another 
sheet of paper. To continue playback, depress Play + ALL. 


e Logging 


Keep a log of where you store each document and phrase 
so you can find the information later. Prepare a sheet 
with each storage area listed with space for the name of 
each document and phrase. 


DOCUMENT PHRASE 


A - Letter to Scott Simmons 1 - Close 

B - Letter to Patricia Key 2 - Welcome Paragraph 
C - Letter to Reed Farley 3 - Thank You Phrase 
D - Report to Paul Tomlinson 4 - Confidential 

Es 5 - Date 

F 6 - Disclaimer 

Ge Vi 

hee se- 

| fo 

A = 


If you want to keep more information about what you store, 
you could use a more detailed log similar to the one below. 


Storage Description of: Pitch Lever Margins Tabs Additional 
Area Document/Phrase Notes 
A Letter to Jones 10A GOB) 15675 20, 25,| Single spacing 
12A 12B 42 Courier 10 
3rd Quarter 10A 10B 12 € 90 17, 22 | Prestige Elite 
Report (2A) 12B 27, 50 | Double spacing 
3 pages 
(0A) 10B 
Vacation Memo 12A 12B 10 § 75 15 & 20 
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Making Corrections After Carrier Returning 


So far you've practiced playing out a document and making 
revisions as you played out. However, sometimes when you're 
storing a document, you may notice an error after you've gone 
past it, i.e., after carrier returning. 

Error 


Se 


A You are here 


To make this correction use the Return key*. With it, you can 
return in memory and correct the error. You can return a 
word, line, all, or "to" a certain line. 

e Return to the line with the error. 

e Play or advance to the point of change. 


e Make the necessary change. 


e Advance or play to the point where you left off typing and 
finish the document. 


To practice returning in memory, use the next exercise. 


*The Document light must be on for the Return feature to 
work. 


IBM CONFIDENTIAL until Announcement 
30 Day, then IBM Internal Use Only 


ea ga 8p 2.lUSRTrmhUCMRCChUCUMhRTChCUCUMhRTClCUhRTlhCUcUhTTChUCUCMhRhTCdhRCUC—~;CdhLChCUTlUrlUCU 


EXERCISE 9 - RETURNING IN MEMORY TO CORRECT AN 
ERROR AFTER CARRIER RETURNING 


Make sure you reset.your right margin from the 
last exercise. It should be on 72 if you are 
using pica, or 80 if you are using elite. 


Insert a clean sheet of paper and store the two 
paragraphs below at position Q. Make the errors 
that are circled. You will go back and correct 
these using the Return feature. 


For the reason stated below, education is to be sought 
and used by all to improve their standard of living. 


It is the human Gikls) epitomized in our labor resources 


which are the country'sGreeatest)asset. Most Americans 


believe that work is not only worth doing well, but that it 
is worth doing.~ 
you are here. 


Return to the line "Which are" by: 


= ae + , then type the line 


beginning (refer to your typed copy), then depress 


by word until "country's" prints on the paper. 


Delete the incorrect word and type it correctly. 
It is necessary to delete the entire word because 
the Model 75 does not have a character playout 
mode. (Remember to add the space when you 
retype the word. Do not carrier return. When 
you enter the next "Return to" instruction, the 
carrier will move to a clean writing line. ) 


Return to the line "It is" and make that correction. 
Depress ‘ , then type "I," then depress 
To 


Return to the line "and used" and make that correction. 


Depress eels) then type the line beginning, then depress oe 
To 


~ 
Depress ues to take you to the beginning of the 
storage area. Depress es ? to play back a final 
correct copy. All 


Depress STORE to exit the Document Storage 
area. Depress DEL +Q, you no longer need 
these paragraphs. 
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NOTE: If you noticed an error immediately after 
carrier returning, you could use the Return + 
Line instruction instead of the Return + To instruc- 
tion. If you are at the left margin, RTN + Line 
returns you to the beginning of the previous 

line. Otherwise, if you are in the middle of a 

line, RTN + Line returns you to the left margin 

of the line you are on. 


DELETING EXTRA CARRIER RETURNS 


When working with the 7,500-character memory, a common typing 
error that needs to be corrected is to delete extra carrier 
returns. Carrier returns are defined as a word or line to the 
typewriter. Therefore, you can delete an extra carrier return 

by depressing DEL or DEL + Line. 


To delete the extra carrier return in the example on the right, 
depress STORE + S and type the example, then: 


® Return to the line above the 
extra CR (Ms. Joyce Hill). 


Play back that line including 
the carrier return. 


You are now positioned at EXAMPLE: 
the beginning of the line Ms. Joyce Hill 


that is the extra carrier CR 
return. 3333 Ivy Lane 


= Parks, KY 00015 
Depress ("Jor + F 
Depress a : 
All 


Depress STORE. 


IBM CONFIDENTIAL until Announcement 
32 Day, then IBM Internal Use Only 


CORRECTING ERRORS AFTER A CARRIER RETURN - DOCUMENT 
LIGHT OFF 


Sometimes you might be typing without memory and you notice 
a mistake after carrier returning. When this happens, you 
cannot use the Return button. Instead you make this type of 
correction the same way you correct on a previous line on the 
Model 60: 


e Finish typing the line you are on including the carrier 
return. 


Roll back and space/backspace to the error. 


Enter a No Print instruction (CODE +O). (No Print is 
used only when working with the one-line memory.) 


Retype the incorrect material to reenter it into the line 
memory. 


e Depress the correction key to erase the mistake. 


e Type the correction. 


EXERCISE 10 - CORRECTING ERRORS AFTER A CARRIER 
RETURN - DOCUMENT LIGHT OFF 


Type the following: 


: 
: 


Mr. William Paul Hyde 
4629 Livingston 
Mexico, MO 63128 


Change the address from 4629 to 4630 
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EXERCISE 11 - CONTROL PANEL BUTTONS REVIEW 


Store the paragraph below in Document Storage W. 


e Depress STORE + W. 


Enclosed are the contract and performance bond on this project. 
Unless we are delayed by adverse weather conditions, we expect to 
finish this job before the date required by the contract. s s c 


ppR 
? 
e Depress (" }+ ; 
All 
® Depress + Re 
Line 
e Depress three times to play back three 
words. 


e Depress six times. Notice how the carrier 


backs up a word at a time (one or more spaces 
following a word are all considered part of the 
word) and backs into the previous line. (If you 
were making a correction on this line, you would 
have to manually roll the paper back. ) 


Play 
e Depress once to play back a word. 


e Depress six times and notice the movement 
of the carrier. 


? 
Play f 
e Depress ff}. 


e Depress STORE to exit the Document Storage area. 


de | + W, you no longer need this paragraph. 
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Control Panel Summary 


oe 


Four control buttons assist with playback and revisions. 


Depressed by themselves, these keys: 


8 Advance a word ata time 


e Return a word ata time 
Pla 
e Delete a word ata time 
e Play a word ata time or stops playback 
Depressed with the "Line" key, these keys: 
e Advance a line 
+(.] e Return a line 
e Delete a line 
e Play aline 


Depressed with the "To" key +a line identifier 
and then pressed again, these keys: 


e Advance to the beginning of a particular 
line 
Ee) e Return to the beginning of a particular 


line 


BEREEBEEEREFF® 


e Play to the beginning of a particular line 


e Delete to the beginning of a particular line 


Depressed with the "All" key, these keys: 


e Advance to the end of a storage area 
? 
ss e Return to the beginning of a storage area 


e Delete to the end of a storage area 


e Play to the end of a storage area 
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REVIEW QUESTIONS 


1. How many document(s) are to be stored in a storage area? 


2. How do you yaaiee arrror after you carrier return and 


the Document light is on? 


3. How do you correct an error after you carrier return and 
the Document light is not on? 


y iY) Fold Out 
Aspsee BALE YW OTS For Answers 


J 
| 
‘t 
ul 
El 
| 
i 
i 
ij 
al 
ai 
| 
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Phrases 


Similar to the Model 60, you can store frequently-used words, 
sentences, and paragraphs in Phrase Storage on the Model 75. 
The Store button controls going in and out of Phrase Storage. 


e Use the number keys 1-99 for Phrase Storage areas. 
e To store a phrase: 
= If the Document light is on, turn it off by depressing 
Store, This ensures the phrase will only be stored in 


Phrase Storage. 


- Select a Phrase Storage area and depress STORE + any 
number from 1 to 99. 


- Phrase light comes on. 
@ Store one phrase per storage area. 


e Toend Phrase Storage, depress STORE and the Phrase 
light goes off. 


e The number of characters in each stored phrase subtracts 
from the total memory capacity of 7,500 characters. 


e You can correct the phrase with the correction key 
before you've carrier returned. 


e If you have carrier returned and notice an error, depress 
STORE + 1-99 and retype the entire phrase. 


e When you store a phrase, any material previously stored in 
that area is automatically deleted when the first character 
is recorded. 


e Make a log of the stored phrases similar to the log used 
for documents. 
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tH REVIEW QUESTIONS 


2 $$$ 


1. How many document(s) are to be stored in a storage area? 


Ad’ 4 Va td fo nak 1. One 
2. How do you o@rrect arrror after you carrier return and 


the Document light is on? 


2. Return to the line with the error. 
Advance or play to the point of change. 
Make the correction. 


Advance or play to the point where you 
left off typing and finish the document. 


3. How do you correct an error after you carrier return and 
the Document light is not on? 


3. Finish typing the line you are on 
including the carrier return. 


Roll back and space to the error. 


Enter a No-Print instruction (CODE + O). 


A) Y, 
V. W Vy Retype the incorrect material to reenter 
“i g y, pee : 
(4-3 eae 2 Irs Me it into the line memory. 
Ltluwid : 
A tthe AAALCH Un VIA Depress the correction key 


to erase the mistake. 
Type the correction. 


Roll forward and resume typing. 
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Phrases 


Similar to the Model 60, you can store frequently-used words, 
sentences, and paragraphs in Phrase Storage on the Model 75. 
The Store button controls going in and out of Phrase Storage. 


e Use the number keys 1-99 for Phrase Storage areas. 
e To store a phrase: 
- If the Document light is on, turn it off by depressing 
Store, This ensures the phrase will only be stored in 


Phrase Storage. 


- Select a Phrase Storage area and depress STORE + any 
number from 1 to 99. 


- Phrase light comes on. 
e Store one phrase per storage area. 


e Toend Phrase Storage, depress STORE and the Phrase 
light goes off. 


e The number of characters in each stored phrase subtracts 
from the total memory capacity of 7,500 characters. 


e You can correct the phrase with the correction key 
Fold Out before you've carrier returned. 


For Answers 
e If you have carrier returned and notice an error, depress 


STORE + 1-99 and retype the entire phrase. 


e When you store a phrase, any material previously stored in 
that area is automatically deleted when the first character 
is recorded. 


e Makea log of the stored phrases similar to the log used 
for documents. 
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e You may store a phrase and a document simultaneously. 


The phrase will be stored in the Documént and Phrase 
Storage areas at the same time. 


1. First select the storage area for the document. 
STORE + A-Z 
The Document light appears. 

2. Find a storage area for the phrase (STORE + 1-99). 
The Phrase light appears. 

3. Type the phrase. 

4, Exit the Phrase Storage area (depress STORE). 
Phrase light goes out. 


Document light is still on. 
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EXERCISE 12 - STOREA PHRASE 


Store your name and address at the 9 position. 


Insert a clean sheet of paper. 


Be sure the Document light is off. 


e Depress STORE +9. The Phrase light appears. 


e Type your name and address. Remember to 
carrier return after typing your zip code. 


e Depress STORE. 


To play back your name and address, depress 
iii 


EXERCISE 13 - STORING PHRASES WITHIN A DOCUMENT 


Insert a clean sheet of paper. 


Check to see if your margins are: 


Elite Pica 
Left Margin 18 Left Margin 10 
Right Margin 80 Right Margin 72 


e Check to see that the Auto Rtn light is on. 


e Store the letter on the next page at position X. 
Select the Document Storage area (X) before you 
store the first phrase. 


e When you reach each shaded area, store that 

phrase. Be sure to store each phrase at a different 
storage position and make a log indicating the 
position of each. 
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EXERCISE 13 (continued) 


STORE +X 
STORE + 1 
September 18, 1979 (2 CRs) 


SLORE + 2 

Adams Photo Shop 

2929 Main Street 

Peoria, IL 60226 (2 CRs) 
STORE 


Re: Your Order A-71 
Dear Mr. Smith: (2 CRs) 


STORE +3 
Thank you for your above referenced purchase order for printed address 
stamps.ss (2 CRs) 


pp 
STORE 


You will note on the attached copy of our order acknowledgement the 
style numbers have been corrected in accordance with current catalog 
numbers, Up-to-date catalog sheets are enclosed for your reference.ss (2 CRs) 


pp 
STORE +4 


We welcome this opportunity to be of service to you.ss (2 CRs) 
pp 


STORE +5 
Yours very truly, 


Patricia Hyde 
Account Manager 


PH: mb (2 CRs) 

STORE 

Enclosure (2 CRs) 

STORE - to exit Document Storage 


IBM CONFIDENTIAL until Announcement 
Day, then IBM Internal Use Only 4] 


PLAYING PHRASES 


Once a phrase is stored, you can play it back as many times 
as you like. 


e A phrase can be played back by itself. 
e A phrase can be played back into another document. 


To play back a phrase, depress ips 


e Playback begins immediately always at the beginning 
of the phrase. 


Play 
e Tostop playback depress 
- To continue, depress ar ear 


e If the Document light is on, the phrase will be recorded in : 
the Document Storage area you are in as it plays back. 


EXERCISE 14 - PLAYBACK PHRASES 


To practice playing back phrases, play back the 
phrases stored in the 3 and 4 positions. 


e Insert a clean sheet of paper. 


# 
) Panes pha + ee The "Thank you..." 


phrase plays back. 


Play 
e Depress ean EY. The "We welcome . 


phrase plays back. 
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EXERCISE 15 - PLAYING BACK A DOCUMENT WITH PHRASES 


As you just saw, the phrases you recorded in 
Exercise 13 are in Phrase Storage, but they are also 
in the Document Storage area where you recorded the 


letter. 


Play x 
e Depress er play back the letter from 


Exercise 13. 
In addition to playing back phrases individually the Model 75 
has the capability of preselecting up to seven phrases 
without having to wait for each phrase to play out before 
selecting the next. To preselect the phrases: 
1. Start playing back the first phrase. 
2. Depress PLAY + number of the next phrase to be played. 


3. Release the Play button. You must release the Play button 
before entering the next phrase to be played back. 


4, Repeat Steps 2 and 3 for each phrase to be played back. 


EXERCISE 16 - PRESELECTIVE PHRASE PLAYBACK 


Practice programming preselective phrase playback by playing 
back the five phrases you stored in Exercise 13. 


Insert a clean sheet of paper. 


Depress PLAY + (: }. 


, release PLAY 
, release PLAY 
, release PLAY 


, release PLAY 


Note: Preselective phrase playback does not work with 
phrases that contain stop codes. If you try to preselect 
phrases with stop codes the logic forgets the phrases you 
selected once it reaches the stop code. 
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Revising a Phrase 


When using Phrase Storage, you cannot make changes in a 
Phrase Storage area unless you find the error while you are 
still on that line (before the carrier returns). Then you can 
use the (X] key to correct. If it is a short phrase and you 
notice errors on other lines, you can select the storage area 
again and retype. When you begin retyping, the old phrase is 
automatically deleted. However, if you notice errors ina 
longer phrase and do not want to retype, you can copy the 
incorrect phrase into Document Storage and revise it there. 
To do so: 


1. Find an empty Document Storage area and depress 
STORE + the alpha character. 


2. + number where the phrase is stored. 


e Listen for the "thump" to tell you the phrase has been 
copied. 


@ The phrase has now been copied into a Document 
Storage area plus it is still in the Phrase Storage 
area. 


e lIfabell rings, there is not enough room in memory 
for the entire phrase. The phrase wi// not be copied 
in the Document Storage area. Delete some old material 
and ADV + number again to copy the phrase. 


bY 
3 + to take you to the beginning of the Document 


Storage area. 


e When you copy a phrase into a Document Storage area, 
you are at the end of the text of the phrase. 


4. Revise the phrase. 


3 ae 1-99 to return the revised phrase to its Phrase 
Storage area. If you return the revised phrase to its 
former location, the original phrase will be deleted automat- 
ically and only the revised phrase stored. 


6. ae (A-Z) to delete the phrase from the Document 
Storage area. 
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EXERCISE 17 - REVISING A PHRASE 


e Depress STORE +E, the Document light appears. 


e Depress + fe |. 
? 
@ Depress + (| 


All 


e Play by word to the point of change 


; help 
We welcome the opportunity to be of servic® to you. 


e Delete the word "service" and type "help." 


Depress Cor a 


e Depress STORE to disengage the Document light. 


Carrier return, then play back the revised phrase. 
Depress oe 
To delete a phrase from Phrase Storage: 


1. If you no longer need a stored phrase, depress DEL + 
number where phrase is stored. The phrase is deleted. 


2. Repeat this step for every phrase to be deleted. 


EXERCISE 18 - DELETING PHRASES 


You no longer need the phrases you stored. 


e Delete phrases 1, 2, 3, 4, 5, and 9. 


Summary 
Each document or phrase you store subtracts from the available 
space in the 7,500-character memory. 


Any phrase stored in Phrase Storage can be played back by 
itself or into documents in any of the Document Storage areas. 
Documents stored in Document Storage can only be played back 
as part of that storage area. They cannot be played back as 
part of another Document Storage area unless they are copied 
into Phrase Storage. 
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Lighted Messages Review 


The lighted messages serve as prompts and keep you informed 
about which section of memory is active. The lights and their 
conditions are summarized below. 


Document 


Phrase 


Document 
and 
Phrase 


Columns 


Hyphenate 


Auto Return 
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A document is being 
typed into memory or 


playing back. 


A phrase is being 
typed into memory. 


A phrase is being 


typed into both Phrase 
and Document Storage. 


Appears during typing 
of columnar work. 


Indicates the typewriter 
will stop during play- 
back for hyphenation 


decisions. 


BLINKING 


Memory full warning. 
You can delete some 
information that's 
no longer needed 

or exit memory and 
type the rest of 
the document 
without memory. 


Memory full warning. 
You can delete some 
information that's 
no longer needed 
or exit memory and 
type the rest of 
the phrase 
without memory. 


Memory full 
warning. 


Waiting for a 
hyphenation 
decision. 


Indicates the typewriter 
will automatically return 


at the right margin. 
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NO LIGHTS ON 


The typewriter functions similarly to the Model 60. The 
following functions can be performed: 


e Error correction on the same line 

e Set margins and tabs 

e Center 

e Underscore 

e 8 Indent 

e Column layout (the Columns light will appear) 
e Number alignment 

e No print for previous line error corrections 

e You can play back phrases and documents 


e You can delete phrases and documents, but you cannot 
revise documents 
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REVIEW QUESTIONS 


1. How many phrases can you store in the Model 75? 


ae 


4 (2) How do you access Phrase Storage? 


2.) How do you”play back a phrase? 


4, Trueor False. You can preselect up to s 
and have them play back automatically. 


Fold Out 
For Answers 


LI 


6. What does it mean when both the Document and Phrase 
lights are on at the same time? 


This completes the training on*the new features ofthe Model 75. 
Review any material you want additional practice on, then turn 
to the next page and complete the answers to the Hands-On 

Product Test. 


| 
q 
| 
| 
| 
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Wms 
i“ CrrJ 2 a Za Lt 
2 WA, 
ZA, ZILA HA ZL LA FLZER-G 


a8 CTR R RR RE BY 


REVIEW QUESTIONS 


1. How many phrases can you store in the Model 75? 


Sis a i 


4 (2) How do you access Phrase Storage? 


2C:) How do you’play back a phrase? 
4. True or False. You can preselect up to seven phrases 
and have them play back automatically. 
a JA : ey /. 
MEI OOF ALANA RES - 
Va 
COAL ret OS Abe atl 
ZA, ZiAN Lal LH K<tLA ZLE-G 
6. What does it mean when both the Document and Phrase 
lights are on at the same time? 
6. 


This completes the training on*the new features of the Model 75. 
Review any material you want additional practice on, then turn 
to the next page and complete the answers to the Hands-On 
Product Test. 
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99 


STORE +:1=99 


Depress PLAY + the number where the 
phrase is stored. 


True 


Find an empty Document Storage area, 
make sure the Document light is on. 


Depress ADV + (1-99) where the phrase 
is stored. 


Depress RTN + ALL to take you to the 
beginning of the Document Storage area. 
Revise the phrase. 


Depress RTN + (1-99) to return the 
revised phrase to a Phrase Storage area. 


Depress DEL + (A-Z) to delete the 
phrase from the Document Storage area. 


A phrase is being typed into both Phrase 
and Document Storage. 


Make a hyphenation decision. 
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Fold Out 
For Answers 


1. 


iz 


4, 


2: 


Hands-On Product Training Test 


True or False. Unlike the Model 60, the Automatic Carrier 
Return feature on the Model 75 is active when the Power 
Switch is turned on. 


True or False. Unlike the Model 60, previous tab settings 
are remembered on the Model 75 when leaving the column 
layout format. 


ee eee 


Indicate on the diagram the instructions you would give to 
continuously underscore the five lines below: 


hia in vio) tabbing) iyi 


iu ini oo wit oh wk oc kc. th tin, ttt 
bdo cr ct xii iy dy ah chk iw ti 


Fold Out 


wooo sat why wal . leds 7. For Answers 


Describe the function of the Advance button. 


Describe the function of the Return button. 
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Hands-On Product Training Test 


1. 


4, 


2: 


True or False. Unlike the Model 60, the Automatic Carrier 
Return feature on the Model 75 is active when the Power 
Switch is turned on. 


True or False. Unlike the Model 60, previous tab settings 
are remembered on the Model 75 when leaving the column 
layout format. 


ae Se 


Indicate on the diagram the instructions you would give to 
continuously underscore the five lines below: 


iE 


fede th 
hoa vb) et ali ean 


i i tom rw os oh ly os ae dl 
trom a it, ly ah ki 
oficial bon iar wat hk ww 
suntan, oi wig ol. Cede | 


Describe the function of the Advance button. 


Describe the function of the Return button. 


fo 
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iiseeeutiaci= 


2 Re 


Code + Cont. 
bit tl a sy i 
ioe cr an city te vos wih suath tifaida te 
ee 


Code + XXX 
baal ak lo co 


3. Only two instructions are required. After 


carrier returning at the end of each line, the 
logic of the typewriter knows to back up and 
underscore the line before the characters 

for your next line start to print on the paper. 


4. Used by itself or in conjunction with the line, 


to, or all keys, it advances you in memory 
without having to play out. 


It can also be used to advance a phrase into 
Document Storage. 


5. Used by itself or in conjunction with the line, 
to, or all keys, it returns in memory so you 
can make corrections. 


It can also be used to return a phrase to 
Phrase Storage. 
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Fold Out 
For Answers 


7. Describe the function of the Play button pt )- 
f, : £2 


KLAL <CGCY {A Le, ALHE a tx AMAL 


- Oy LZ L/ hha 4 Baal | Ahi LA CA» 14 AA AM 


8. How do you access Document Storage? 
WA ae q i 
9. How do you access Phrase Storage? 


10. How do you exit Phrase/Document Storage? 


11. ‘What is the total memory capacity of the Model 75? 


DIO + £000 ofl 


12. In the following example, an error is noticed after carrier 
returning and the Document light is on. How do you make 
this correction? 


The Model 60 T@yewriter has many features 


common with 
A__ you are here 


Sais SSE er es 
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Fold Out 
For Answers 


a8 CTR R RR RE BY 


@ 


7. Describe the function of the Play button prt 
SSE 


KLAL <CYSY TA the ZA ALLE - 12 €4 AMAL * 


: 4 
O-( OZ me CAV 4 Baa | Phi kL LA s thALAt sed 


8. How do you access Document Storage? 
ete + A-Z 
9. How do you access Phrase Storage? 


hea. + 2 (—TP 


10. How do you exit Phrase/Document Storage? 


11. ‘What is the total memory capacity of the Model 75? 
DIOO + $000 fl 


12. In the following example, an error is noticed after carrier 
returning and the Document light is on. How do you make 
this correction? - 


The Model 60 T@yewriter has many features 


common with 
A_ you are here 


ee 
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12. 


Used by itself or with the line, to, or all 
keys, it deletes information when revisions 
are required. 


It is also used to delete information from 
Document and Phrase Storage. 


Used to play back information from either 
Document or Phrase Storage. 


Also used to stop playback. 


STORE +-(A-Z) 


STORE + (1-99) 


Depress STORE 


(Depress Store twice if you are typing in 
both Document and Phrase Storage.) 


7,500 or 15,500 characters 


Depress Return + line twice 
(or RTN +ALL). 


Depress PLAY (or ADV) three times. 


Depress DEL once. Retype "Typewriter" 
(or you could advance through the mistake 
and use the x] to correct and 

retype "typewriter.") 


Depress PLAY + ALL (or ADV + ALL). 


Resume typing. 
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Fold Out 
For Answers 


Seea8 


13), 


i>. 


. You are at the beginning of the storage area for the 


. List the five lighted messages that appear to prompt the 


In the same example, an error is noticed after carrier 
returning and the Document light is NOT on. How do you 
make this correction? 


: : : : 5 
ps Ae alle, Gtalhl AS fa) 4 
TS 


VEL, ” AG 


example below. Describe the steps required to delete the 
word "always." 


The Model 75 has numerous features that benefit 
atypist. You should@lwayS>check to see if 
memory is active before typing. 


Fold Out 


f / r 
4 histh su g) Otint, Ahir ehouth | For Answers 


True or False. The Automatic Carrier Return feature on 
the Model 75 automatically disengages during centering and 
column layout operations. 


ee a | 


typist: 


/ 


KU, bat Hac : | 


This concludes the self-pace, hands-on product 
training. You are now ready to learn the Typing 
Simulator. Go to Volume 1-16, Book 1 and read 
the objectives for the Typing Simulator. Then turn 
to the Typing Simulator section of this volume and 
complete the training on this topic. 
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SERS ER SER EERE EE 


13% 


14, 


iD). 


16. 


In the same example, an error is noticed after carrier 


returning and the Document light is NOT on. 
make this correction? 


4 M4 2 

hi Le abe, ALA bt Ahh: CANA) Sl) i 
Sy Be 54 
BEMCAAMNLAG 2D ACT 4 

cf 4 B 
ALA 4 as é HAL AX ‘27 Hla 4 


AE 


AVOCA 


LLL. AL 


CLL, V4 


You are at the beginning of the storage area for the 
example below. Describe the steps required to delete the 
word "always." 


The Model 75 has numerous features that benefit 
a typist. You should@lways>check to see if 
memory is active before typing. 


n | 3 ih % 14, 


True or False. The Automatic Carrier Return feature on 
the Model 75 automatically disengages during centering and 
column layout operations. 


fo ee 15. 


List the five lighted messages that appear to prompt the 
typist: 
/ 


This concludes the self-pace, hands-on product 
training. You are now ready to learn the Typing 
Simulator. Go to Volume 1-16, Book 1 and read 
the objectives for the Typing Simulator. Then turn 
to the Typing Simulator section of this volume and 
complete the training on this topic. 
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How do you 13. 


16. 


Finish typing the line you're on, plus the 
carrier return. 


Roll back to the line with the mistake. 
Space to the word with the mistake. 
Depress CODE + O (No-Print instruction) . 
Retype "Tpyewriter" incorrectly (or just 
retype "py" if you spaced through the "t") 
to reenter the mistake into line memory. 
Use the correction Key to erase the error. 


Retype the word (or characters) correctly. 


Roll forward then resume typing. 


Depress ADV + Line once (or Play + Line). 


Depress ADV (or Play) to move to 
the point of correction. 


Depress DELETE once. 


True 


Document, Phrase, Columns, Auto Rtn, 
Hyphenate 
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Fold Out 
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Typing Simulator 


OBJECTIVES 


e You will be able to identify the keyboard controls to 
operate the typing simulator. 


e You will be able to effectively operate all eight demon- 
strations so you can include them in your demonstrations. 


INTRODUCTION 


Each of the Model 75 demonstration units contains an internal 
typing simulator to assist you during demonstrations by playing 
out prerecorded material. This demonstrates the features with 
minimal typing required by you. 


However, because the typing simulator stops at key points for 
you to enter specific instructions, you must work with the 
typing simulator so you learn what instructions are required 
for the demonstrations to play back correctly. 


There are eight programmed demonstrations. To avoid confusion 
between product function and simulator activity, material that 

is typed by the simulator plays back at an inconsistent typing 
rhythm rather than at 15 1/2 characters per second. 


When demonstrating the Model 75, you must tell the prospect 
each time the simulator performs. This is to ensure the customer 
realizes the simulator takes the place of a typist for purposes 

of the demonstration only. 


The simulator is operated mainly by the Demo key. Depress 
DEMO + gg to activate the simulator. 


eos ‘ activates 
simulator 


After activating the simulator, depress the Demo key again and 
Demonstration 1 plays back. At certain points within each 
demonstration, the simulator stops for you to enter instructions, 
i.e., to center or underscore. When the simulator stops, 

enter the appropriate instruction, then depress the Demo key 
again to resume playback. 
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To play back the demonstrations in sequence, depress the 
Demo key once at the end of each demonstration. No number 
is required. 


However, if you want to select certain demonstrations at random 
you must depress the Demo key plus "g" plus the number of 
the demonstration you want. 


error correction 
or 
line error correction 
or 
indent and underscore 
or 
centering 
or 
column layout 
or 
number alignment 
or 
Phrase Storage 
or 
Document Storage 


( 
a 


Demonstrations 1 through 6 are identical to those for the 
Model 50 and 60. Demonstrations 7 and 8 show Phrase Storage 
and Document Storage. 


Only one demonstration can be selected at a time. Once selected, 
keyboarding starts immediately, except for Demonstration 4, 
where you must tab to the center point then enter a Center 
instruction. 


EXERCISE - TYPING SIMULATOR PRACTICE 


With this brief introduction, practice using the simulator by 
following the boxed instructions given with each demonstration 
on the next few pages. The instructions are located at each 
point the simulator stops so you will know what to do. Begin 
with Demonstrations 7 and 8 since these are new, then review 
Demonstrations 1 through 6. 


Go through each demonstration several times until you feel 
confident with the typing simulator so you will be able to use 
it in your demonstration. 
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+] 
— 


I 


ial 


NOTE 


e When simulated keyboarding is in progress, hitting the 
Demo key causes keyboarding to stop. The Play button 
has no effect over the simulated keyboarding. 


When keyboarding is stopped by the Demo key, hitting it 
again causes playout to resume at the point where playout 
stopped. 


e To terminate the typing simulator mode, depress — Fe | 
or switch the typewriter off. 


IBM CONFIDENTIAL until Announcement 
Day, then IBM Internal Use Only 


59 


TYPING SIMULATOR INSTRUCTIONS 
DEMONSTRATION 7 - PHRASE STORAGE 


e Set line spacing for single spacing 

e Set margins -_ Pica: Left Margin 10, Right Margin 70 
Elite: Left Margin 18, Right Margin 78 

e@ Make sure Auto Rtn is active 

e Depress DEMO + Se ie | 


By using the numerical row, frequently-used words, phrases, 
and sentences can be stored in as many as 99 segments of variable 
length. 


Demo + G+7 


Store +1+ * Today's date * 
Demo 


Store + 2+ * Dear IBM Customer * 


Demo 


Store +3 + * Paragraphs can also be stored and played back in any order 
Demo creating an original letter. * 


* Frequently-used letters may be stored and played back for 
automatic typing applications. This feature has the obvious 
benefit of being as flexible as the needs of the operator. * 


Store +4 + 
Demo 


Store + 5 + * Very truly yours, 
Demo 


IBM Representative 
Office Products Division * 
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DEMONSTRATION 8 - DOCUMENT STORAGE 


NOTE: In this demonstration you are showing how to create a 


- letter using phrases from Phrase Storage plus some "original 


keyboarding." Since the entire document is in Document 
Storage position A, at the end of the demonstration, you can 
then demonstrate making revisions using the Control Panel 
buttons. You might have your prospect mark some changes on 
the letter and then you show how to make them. When you 
make revisions, be sure to show the "to" function. 


@ Make sure Auto Rtn is active 


e Depress STORE +A (make sure A is empty) 


Play +1 * Today's date * 
Index 4 
times 
Play +2 Dear IBM Customer: * 
[Demo [—*You are looking at a highly advanced single element typewriter. 


Difficult, time-consuming typing tasks such as error correction, 
column layout, centering, and underscoring are simplified 
through the use of electronics. 


The alpha keys can be used to store letters for authorship 
changes. This prevents manually retyping the letter. Only 
the changes need to be typed. 


* Paragraphs can also be stored and played back in any order 
creating an original letter. * 


Play +4 * Frequently-used letters may be stored and played back for 


automatic typing applications. This feature has the obvious 
benefit of being as flexible as the needs of the operator. * 


[Demo [>This typewriter was designed with secretarial needs in mind. 
+ 


he keyboard utilizes larger, nonglare keybuttons. By combining 
"Selectric" technology with electronics, this typewriter adds 
a new dimension to the term "versatility." Versatility extends 
to a variety of case colors and a wide selection of typestyles 
and keyboards to meet your typing requirements. 


Play + 5 * Very truly yours, 


IBM Representative 
Office Products Division * 
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TYPING SIMULATOR INSTRUCTIONS - REVIEW DEMONSTRATIONS 1-6 


SETUP 
e Set line spacing for single spacing 


e Set margins -_ Pica: Left Margin 10, Right Margin 70, Tabs - 15, 42 
Elite: Left Margin 18, Right Margin 78, Tabs - 24, 51 


@ Make sure Auto Rtn is off 


DEMONSTRATION 1 - ERROR CORRECTION 


You are looking at a highly advanced single element typewrit¢é elses 


Ck, 


DEMONSTRATION 2 - LINE ERROR CORRECTION 


[Demo [Through the use of electronics, many typing functions, including 


error corection, are handled automate (XJ through 
Demo 


rection, are handled automatically. 


DEMONSTRATION 3 - INDENT AND UNDERSCORE 


[Demo _} Electronics permit the typewriter to do more work for you -- 


automatically -- such as, indented formats, underscoring, 
centering, and column layout. 


Code + Tab, oe } 
| Code * rab: Eliminates tabbing to indent material. 


-You can underscore a word 


plus underscores, 


Demo 


-or a.series of words, Code + XXX (shows Continuous Underscore), 
Demo 
Code + Cont, 
Demo 


word. 


“e” in corection, 


Code + XXX (This underscores the word.), 
Depress (X] to show lift off of Characters 
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DEMONSTRATION 4 - CENTERING 


Tab to Center, 


Code + Print, 
— Cu, Centering and Biicerecoring| aaa 
Tab to Center, bare fast, simple, and<| Code + Print, 
Demo 


Code + Ctr, 
accurate. 


Demo 


Code + XXX (Shows Centered & 


Tab to Center, Underscored material), 


Code + Ctr, 


Code + Print, 
Demo 


Demo 


DEMONSTRATION 5 - COLUMN LAYOUT 


-Columns are automatically positioned on the page: 
Code + Col. L., Code + Col. L, 
Demo Demo 


‘Code + Col. L., Code + Col. L., 
Demo -L. P. Adamson'1395 Rector Ave.’ 212-891-8175 Space to Right Margin, 
Carrier Return 


[Demo |}. P. Adamson 10 John St. 212-891-8175 
D. A. Hamm 1395 Rector Ave. 503-723-4567 
A. B. Jones 136 Apples Way 201-848-3253 


DEMONSTRATION 6 - NUMBER ALIGNMENT 


[Demo >> Numerals of varying length can be aligned for statistical 
formatting: 
Code + 3+ Code + 4+ 
Demo Demo 
276.92 Code + 1+ | ‘5,000.25 
Demo 27,891.73 Demo 1.00 
oe ee are 4 yi2,875.32 
Demo Demo 


Code + Indent Clear 
Code + Col. L. to Clear 
Column Layout 


GO TO VOLUME 1-16, BOOK 1 AND ANSWER 
THE QUESTIONS ABOUT THE TYPING 


SIMULATOR. 
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